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The content of this handbook is confidential. It contains proprietary information that is the 

exclusive property of the Company. These materials may not be disclosed to anyone other 

than the Company Employees or be reproduced or photocopied except in connection with 

Company business practices.  
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1.0 | Salary & Payroll 

1.1 | Pay Policy 

The pay period ends at midnight every Saturday.   Non-exempt, hourly Employees are paid on 

Friday of each week based on the number of hours worked in the previous week.  Non-exempt, 

salaried Employees are paid on Friday of each week for the current week’s base hours and the 

previous week’s paid time off (“PTO”) and overtime (if applicable).  Exempt Employees are paid 

on Friday of each week for the current weeks’ salary and the previous weeks’ PTO. Certain 

positions are paid monthly for that months’ wages and the previous months’ PTO.  If the normal 

payday falls on a bank or national holiday, Employees will be paid on the last working day before 

the holiday.  Employee must submit hours, overtime, and PTO via ADP, or where not available, 

by a completed timesheet submitted to the Employee’s manager by the end of every workweek.  It 

is the Employee’s responsibility to submit hours, overtime, or PTO on a timely basis each week.  

Any delay may hinder issuance of an accurate or timely paycheck. 

 

Employees must notify their manager and the Payroll Department of any discrepancies on their 

pay statement, paycheck, or reimbursement check. If not resolved, Employee should notify the 

Human Resources Department.  Discrepancies that are not brought to a manager or Payroll within 

sixty days are considered null wherever such nullification is permissible by law. 

 

1.2 | Timekeeping 

The law requires the hours of work for non-exempt Employees be tracked. In other words, if an 

Employee is non-exempt, the Employee must keep track his or her time even if the Employee is 

salaried. 

 

Non-exempt Employees should consult with their managers for instructions on properly recording 

their hours.  Where applicable, hours should be recorded in ADP on a weekly basis.  For those 

locations with time clocks, all non-exempt Employees must time in and out at the beginning and 

end of any meal breaks and at the beginning and end of each day. Any departure from work for 

personal reasons must also be recorded. Where there are no time clocks, employees may be 

required to submit a paper timesheet or manually enter their hours into ADP, or both.   Managers 

must approve ADP entries or timesheets each pay period.   

 

Employees are responsible for ensuring the accuracy of their ADP entries or timesheets.  Any 

Employee found falsifying an ADP record or timesheet shall be subject to immediate discipline, 

up to and including termination.  At no time may an Employee complete a timesheet or time in or 

out for another Employee.   
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Employees may only work from home or other location that is not considered their normal work 

station with the advanced approval of their manager.  Non-exempt Employees should not check 

emails or perform any work-related duties away from their normal work station without prior 

approval and without properly documenting their time. 

 

1.3 | Overtime 

Overtime work may be necessary in order to meet schedules or deadlines. Advanced notice will 

be given to Employees whenever possible. However, Employees should be aware that emergencies 

arise that do not permit advanced notification. Employees are expected to work a reasonable 

amount of overtime when requested. Overtime work performed by non-exempt Employees must 

be approved in advance by the Employee’s supervisor. 

 

Overtime compensation is paid to all non-exempt Employees in accordance with federal and state 

wage and hour laws. In most cases, overtime is calculated at one and a half times the hourly rate 

of pay and is paid on hours worked in excess of 40 hours per work week unless otherwise specified 

by state law.  

 

Overtime pay is based on actual hours worked. Time off for holiday, sick, vacation, jury duty or 

any leave of absence will not be considered hours worked for purposes of overtime calculations.  

 

1.4 | Payroll Deductions 

All deductions from an Employee’s wages shall be in accordance with applicable law and, when 

required, the Employee’s written consent. No deduction from an Employee’s wages for any period 

shall cause the Employee’s wages for any such period to be less than the wage required to be paid 

by the Company pursuant to applicable law. Deductions not taken for any pay period may be 

carried over to succeeding pay periods and deducted from the wages due in the succeeding pay 

period to the extent allowed by law. 

 

The Company is required to comply with all laws and court orders regarding garnishments and/or 

deductions.  Employees must consent in writing to the following deductions: 

 Charitable contributions (i.e. United Way) 

 Contributions to a retirement plan 

 Repayment of loans from the 401(k) 

 Assignment of wages 

 

Employees shall be required to complete all applicable forms necessary for deductions as may be 

required by law; including but not limited to the federal W-4. 
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1.5 | Vacation 

Regular Full-Time Employees are eligible for paid vacation benefits.  Part-Time, Temporary or 

Casual Employees are not eligible for any company benefits, including vacation pay.  The amount 

of vacation an Employee earns is based upon the length of the Employee’s most recent period of 

continuous service with the Company.  

 

Vacation hours begin to accrue during Employees’ first pay period. Employees may only use what 

they’ve accrued and may not go negative in their vacation bank. 
 

Length of Service Annual Vacation Accrued 

0 to 4 years 2 weeks 

5 to 14 years 3 weeks 

15 years or more 4 weeks 

 

Once Employees have reached the maximum of 160 hours accrued, they will no longer accrue 

vacation until vacation time is taken.  Vacation days must be taken in increments of four or eight 

hours. Employees may not use vacation pay for unpaid days.  If a holiday occurs that is recognized 

as such by the Company during an Employee’s vacation, the holiday will not be counted as a 

vacation day. 

 

Vacations are scheduled individually within each department or terminal. Employees must have 

approval from their supervisor in advance to take vacation. This will ensure that the vacation does 

not conflict with the staffing needs of the department. Business needs may cause a vacation request 

to be denied.  However, supervisors should attempt to work with Employees to schedule a vacation 

time where possible.  Employees should submit their vacation requests in writing to their 

supervisor with as much advanced notice as is practicable. 

 

Employees on a leave of absence do not accrue vacation benefits while on leave, unless required 

by law. 

The last day an Employee actually works is considered their last day of employment.  An 

Employee may not end employment while out on vacation, sick, other leave of absence or after 

retirement date.   Vacation may not be taken after an Employee has given notice of resignation.  

Vacation should not be taken within the forty-five (45) day period immediately preceding 

anticipated retirement from employment.  Vacation cannot be taken after the actual date of 

separation/retirement for purposes of extending employment for benefit purposes or their final date 

of termination.   

 

Any earned, accrued, unused vacation will be paid at separation.   
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1.6 | Absences Due to Illness and Sick Leave 

Employees must call in each day they are absent due to illness and speak with their supervisor or 

the Human Resources Department (unless prior arrangements have been made), this includes when 

electing intermittent FMLA Leave.  If an Employee is absent from work for two (2) or more 

consecutive shifts, they are required to provide a doctor’s note to management upon returning to 

work.  An Employee may not be allowed to return to work without a doctor’s note.   

 

Regular Full-Time Employees are eligible for eighty (80) hours of paid sick leave (“Sick Leave”).  

Sick Leave must be used for time off related to personal or family illness, including for medical 

appointments. Sick Leave cannot be used for vacation time or to make up lost time due to tardiness.  

Sick Leave will not be counted as time worked in computing weekly overtime.   Sick Leave may 

not be taken after an Employee has given notice of resignation without a written doctor’s excuse.   

 

Regular Full-Time Employees, including salaried Employees, must input all Sick Leave into ADP 

in increments of four or eight hours.  Regular Full-Time Employees hired prior to January 1, 2019 

will be provided eighty (80) hours of Sick Leave for the 2019 calendar year and will begin accruing 

additional Sick Leave after January 1, 2020.  Regular Full-Time Employees hired after January 1, 

2019 will accrue sick leave each pay period at a rate of approximately one and a half (1.5) hours 

per week.   

 

Once accrual begins, Sick Leave hours will accrue during each pay period and are capped at a 

maximum of eighty (80) hours.  Employees on a leave of absence do not accrue Sick Leave benefits 

while on any form of leave, unless required by law.  Employees may not go negative in their Sick 

Leave bank.  Employees will not be paid out any accrued and unused Sick Leave upon separation. 

 

Employees who need time off beyond what is available to them in their sick leave bank are 

encouraged to consult with the Human Resources Department about their options, which may 

include leave under the Family Medical Leave Act or the Americans with Disabilities Act. 

 

1.7 | Holidays 

Regular Full-Time Employees are eligible for holiday pay.  Part-Time, Temporary or Casual 

Employees are not eligible for any company benefits, including holiday pay.  To be eligible to be 

paid for a Company observed holiday, an Employee must be actively employed before and after 

the holiday. If an Employee calls in sick or no-shows to their shift directly before or after a holiday, 

they will not be paid for that holiday.  The following holidays will be observed: 

 

 Good Friday   Day after Thanksgiving 

 Memorial Day   Christmas Eve 

 Fourth of July   Christmas Day 
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 Labor Day   New Year’s Eve 

 Thanksgiving Day  New Year’s Day 

  

Hourly Employees that work on a holiday are paid for 8 hours straight time for the holiday and 

straight time for all hours worked during the work week until they reach 40 hours.   

 

Overtime is paid on actual hours worked in excess of 40 hours per work week. Salary Non-Exempt 

Employees that work on a holiday are paid for 8 hours straight time for the holiday and straight 

time for all hours worked during the work week until they reach 40 hours.   

 

Exempt Employees who work a holiday should take a different day off during the same work-

week, if possible.  Normally, a holiday falling on Saturday will be observed on Friday and a holiday 

falling on Sunday will be observed on Monday. Employees may be scheduled to work at the 

discretion of their supervisor if necessary to assure adequate coverage of operations on holidays. 

 

Holiday pay will not be granted to an Employee on leave-without-pay status.  An Employee’s last 

day of separation is the last day actually worked.  In other words, Employees may not end 

employment on a holiday. 

 

1.8 | Company Paid Parental Leave 

In recognition of the importance of family and work-life balance, the Company will provide 

Employees up to two (2) weeks of paid, job-protected leave for the birth, adoption, or foster 

placement of a child.  An Employee is eligible for paid Parental Leave if he or she: 

 Is a full time, non-union Employee; 

 Is the “Parent” of the child, meaning the Employee: 

o Is the biological mother, the spouse of the biological mother, or the biological father 

of a newborn baby; 

o Is the legal and newly adoptive mother or father of a child; or 

o Has had a child legally placed in foster care in his or her home. 

 

The Employee must provide to Human Resources thirty (30) days advance notice of the requested 

leave (or as much notice as practicable if the leave is not foreseeable) as well as documentation 

supporting the Employee’s parental status and timing of the birth, adoption or foster placement of 

the child.   Employees are eligible for up to two weeks of leave per rolling twelve months.  Leave 

must begin within ten calendar days of the birth, adoption, or placement of the child and may not 

be taken intermittently. 

 

Parental Leave benefit is effective the first of the month following the Employees date of hire.  

This leave will not be charged against the Employee’s other paid leave credits.   After Parental 

Leave has been exhausted, subsequent time off may be covered under other policies such as sick 

pay, vacation pay, or disability pay.  This policy will run concurrently with FMLA leave, if 
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applicable.  This benefit has no cash value; foregoing Parental Leave may not be exchanged for 

cash, cash equivalents or “banked” vacation time.   See Human Resources for more details. 

 

The Company reserves the right to modify this policy in whole or in part, at any time, at the 

discretion of the Company.  This policy is not intended to and in fact does not create an implied 

or express contract with any Employee of the Company, but shall be used as a guideline for the 

fair and consistent application of benefits to Company Employees. 

 

1.9 | Bereavement Leave 

Employees will be entitled to up to three (3) days of paid time off to attend the funeral of a member 

of the immediate family. The “immediate family” is defined as grandparents, parents, mother-in-

law, father-in-law, siblings, spouse, registered domestic partners, and children of the Employee. 

The paid day or days must fall within the Employee’s regularly scheduled workweek. Time off for 

the death of any other relative is available using sick or vacation time. 

 

1.10 | Jury Duty 

An Employee summoned to jury duty will be given time off from work equal to the time spent in 

court, plus reasonable travel time, in order to meet his or her obligations as a juror. Upon receipt 

of notice from the court for jury duty, Employees should notify their supervisor and provide 

documentation. Employees will receive their regular pay when reporting for jury duty. If 

Employees are excused from jury duty on any day they are scheduled to serve, they are expected 

to return to work for the balance of the day. 

 

1.11 | Military Leave 

A military leave of absence will be granted, consistent with applicable laws, to an Employee to 

serve in the uniformed services of the United States. Persons who perform and return from service 

will retain certain rights with respect to reinstatement, seniority, layoffs, compensation, and other 

benefits as provided by applicable federal or state law.  Employees who are going to miss work 

for military leave (both active duty and reserve duty) should notify their supervisor as promptly as 

possible regarding their need for a military leave of absence.  Employees returning from military 

duty should report back to their supervisor to coordinate their return to the work force.  Employees 

unsure of who to contact should contact the Human Resources department for assistance.  The 

Employee and the Company will act in accordance with the Uniformed Services Employment and 

Reemployment Rights Act of 1994 (USERRA). 

 



 
 

 

 
 

 

9 

 

2.0 | Employee & Family Medical Leave of Absence Policy (FMLA) 

2.1 | FMLA Policy 

In compliance with the Family and Medical Leave Act of 1993, (“FMLA”) the Company provides 

eligible Employees unpaid, job-protected leave for certain qualifying reasons explained further 

below (“FMLA Leave”). FMLA Leave is provided to fulfill family obligations relating to (i) the 

birth, adoption or foster placement of a child; or (ii) to handle critical issues arising out of a serious 

illness of the Employee or his or her Family Member. “Family Member” means a spouse, parent, 

or child as defined under the FMLA.  When the Employee returns from an approved FMLA Leave, 

he or she will be restored to the same position or to a position with equivalent pay, benefits and 

other terms and conditions of employment. 

 

2.2 | Eligibility Criteria 

FMLA Leave may be taken for the following reasons: 

 Incapacity due to pregnancy, prenatal medical care or child birth;  

 Care for the Employee’s newborn child or placement of a child with the Employee for 

adoption or foster care; (leave must be completed within twelve (12) months of the birth, 

placement, or adoption); 

 When the Employee is needed to care for a child, spouse, or parent who has a serious health 

condition;  

 When the Employee is unable to perform the functions of his or her position because of his 

or her own serious health condition; 

 Because of a qualifying exigency arising out of the fact that the Employee’s spouse, son, 

daughter, or parent is a covered military member on active duty (or has been notified of an 

impending call or order to active duty) in support of a contingency operation; or 

 To care for a covered servicemember with a serious injury or illness if the Employee is the 

spouse, son, daughter, parent, or next of kin of the servicemember. 

 

Employees are not eligible for FMLA Leave if: 

 Eligibility requirements are not met; 

 Adequate notice is not given for a foreseeable leave; 

 Sufficient medical certification of a serious health condition is not provided within a 

reasonable timeframe of request; or 

 Leave request is for the care of a family member other than a child, spouse or parent. 

 

An Employee is eligible for an approved FMLA Leave if he or she: 

 Has worked at least 1,250 hours of service in the twelve (12) calendar months immediately 

preceding the request for leave (this calculation applies to only actual hours worked); 

 Is employed at a work site that has fifty (50) or more Employees within a seventy-five (75) 

mile radius; and  

 Has a qualifying condition. 
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If an Employee is exempt from overtime and among the top ten percent of the Company’s highest 

paid employees, reinstatement may be denied if it would cause the Company substantial and 

grievous economic injury. Upon requesting FMLA Leave, such Employee will be notified if there 

is any known possibility that reinstatement will be denied for this reason. 

 

2.3 | Length of FMLA and Return to Work 

An eligible Employee may take FMLA Leave up to a maximum of (i) twelve (12) weeks within a 

calendar year (restarting each year on January 1st); or (ii) twenty-six (26) weeks in any twelve-

month period for military caregiver leave under the Military Family Leave (restarting one year 

after the first day of Military Family Leave taken).   

 

Upon the expiration of any approved FMLA Leave, an Employee must (i) return to work; or (ii) 

clearly communicate his or her intent and ability to return to work within a reasonable amount of 

time.  An approval of additional leave beyond twelve (12) weeks will be considered under an ADA 

framework and will be granted wherever such additional leave would be a reasonable 

accommodation that does not place an undue burden upon the Company.  Please contact the 

Human Resources Department for additional information or to request additional leave under the 

ADA. 

 

If the Employee is on FMLA Leave for his/her own serious health condition, a release to return to 

work is required before reinstatement. 

 

2.4 | Certification 

The Company has engaged a third party administrator, Broadspire, to assist the Company with 

tracking FMLA Leave.  Employees who are requesting FMLA Leave may contact Broadspire 

directly by calling   

(877) 232-0448, or may reach out to the Human Resources Department for additional information. 

 

Broadspire uses the Department of Labor’s Certification of Health Care Provider for Employee / 

Family Member’s Serious Health Condition (forms WH-380-F & E).  The Employee is responsible 

for providing Broadspire a complete and sufficient certification within fifteen (15) calendar days 

after he or she has been provided the form unless there are extraordinary and extenuating 

circumstances.  The Employee is responsible for paying any cost associated with the completion 

of the medical certification forms and ensuring the certification is provided to Broadspire.  If the 

medical certification form is incomplete or insufficient, Broadspire will notify the Employee that 

he or she has seven (7) calendar days to have his or her treating physician correct the errors and 

return the form to Broadspire.   If the Employee fails to provide the requested medical certification 

or the certification is not complete and sufficient within the outlined timeframes, the FMLA Leave 

may be denied. 
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2.5 | Intermittent Leave 

FMLA Leave may be taken for a continuous period, on an intermittent basis, or on a reduced 

schedule basis according to the health needs of the Employee or his or her Family Member or as 

otherwise required by law.  

 

If intermittent FMLA Leave is requested for the purpose of attending a medical or therapy 

appointment, the Employee must ensure that medical treatment is scheduled in a manner that does 

not unduly disrupt the Company’s operation and, wherever possible, during a time that does not 

conflict with Employee’s scheduled work hours. If this is not reasonably possible, the manager 

may require the Employee to transfer, temporarily, to an “alternative” position which better 

accommodates recurring periods of absence or a part-time schedule, provided that the position has 

equivalent rate of pay and benefits.   

 

2.6 | Obligation to Provide Notice of Leave 

Eligible Employees are required to provide notice of their need for FMLA Leave at least thirty 

(30) calendar days before their FMLA Leave begins, if the need for leave is foreseeable.  If the 

FMLA Leave is not foreseeable, the Employee is required to give notice as soon as practicable.   

Unless there are extenuating circumstances, FMLA Leave may be denied if proper notice is not 

received. 

 

Prior to the start of each shift where an employee will be using intermittent (not continuous) FMLA 

Leave, unless prohibited by law or collective bargaining agreement, Employees must notify both: 

 Their supervisor; AND 

 Broadspire at (877) 232-0448 

 

Employees with intermittent FMLA Leave must call both their supervisor AND Broadspire each 

day they will be absent.  If the Employee fails to comply with the normal procedures for reporting 

an absence, the time off may be denied protection under the FMLA.   

 

2.7 | Paid Leave and Benefits during FMLA Leave 

Unless law or a collective bargaining agreement dictate otherwise, Employees must use any 

eligible paid time off at the beginning of any FMLA Leave in this order: sick leave, earned accrued 

vacation, Short-term Disability, Long-term disability or Workers’ Compensation (if applicable). 

All paid time off for an approved FMLA Leave will count toward the twelve (12) week period. If 

the Employee is not eligible for paid benefits, or if these benefits are exhausted, the duration of 

the approved FMLA Leave will be unpaid. 
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Accrual of sick and/or vacation benefits will stop when the Employee is no longer receiving wages 

for 

hours worked before the leave, and will resume when the Employee starts receiving wages again, 

unless prohibited by applicable law.  An Employee is not eligible to receive holiday pay if they 

are not receiving wages, vacation or sick pay from the Company. 

 

During FMLA Leave, the Company will continue to pay for group health coverage. For the 

Employee’s portion of the premium(s) for any voluntary coverage while still receiving monies 

from the Company, the Company will continue to take applicable payroll deductions to collect the 

Employee’s share of the premium(s); or, while on unpaid leave or on disability pay, the Employee 

is responsible for making payments to cover the Employee contribution. Employees must submit 

a check or money order made payable to Jack Cooper Transport, Inc. This payment must be 

received in the Human Resources Department at the Kansas City office by the first of each month. 

If the payment is more than 30 days late, the Employee’s optional coverage may be dropped for 

the duration of the leave.  It is the Employee’s responsibility to ensure payments have been 

received. 

 

If an Employee fails to return to work after FMLA Leave and the failure is not due to the 

continuation, recurrence or onset of a serious health condition as defined by the FMLA or other 

circumstances beyond the Employee’s control, the Company is entitled to recover its share of 

health plan premiums paid during the leave. 

 

2.8 | Compliance and Questions 

The purpose of this policy is to provide Employees with helpful resources in the event they need 

or are not sure if they need FMLA Leave.  Wherever this policy conflicts with local, state, or 

federal law, including the FMLA, the Company will follow such laws over this policy.   

 

Employees with questions about FMLA, this policy, or their eligibility for FMLA Leave should 

contact the Human Resources Department for additional assistance. 

 


